Checklist for Cataloging Correlated Books
1. Search for a record of the book in Smart Port (try Info-Dedup, Info-Unique, and LC)

2. If there are records available, capture the best one and move on to Step 4.

3. If there are no records available for the book, you must use CatExpress to purchase a record.  

4. After capturing the record, assign the appropriate call number.

5. Once the call number has been added, enter the 658 tags.  To do so you must:

a. Enter the following in the 040 field:  |d with your LC/NUC code  
Your can look up your code here: http://www.infohio.org/UC/LOCcodes.html 
b. Insert a row and label it 658

c. Copy and paste the aligning indicators from the Infohio website http://www.infohio.org/LibraryStaff/ODEosic/ 

d. Repeat steps b and c for each indicator

e. Add |3 with your LC/NUC code at the end of each pasted indicator

6. If the book has won awards (including any Caldecott, Coretta Scott King, Sibert, etc.), a 586 tag must be added for each award.  To do so you must:

a. Insert a row and label it 586

b. Add the award in the following format:  Award, year 

(ex: Caldecott Honor, 2001)
7. After the call number, 658 tags, and 586 tags have been entered, close the window and click “Edit Volumes” to complete the cataloging process.

a. Add the Item ID (from the barcode sticker) and price per usual

b. Add any additional information according to your cataloging policies
c. Consider adding a public note that the book has been correlated to the academic content standards—this will serve as a quick reference for teachers to know the book has been correlated
8. Complete any other processing procedures specific to your library
9.  Add the standard spine labels, as well as the content standard labels on the spine and back of the book 
Note: Try to trim spine labels and position them so they take up as little space as possible.  Same goes for labels on the back—position them so they cover up as little information on the back as possible.
Quick Reference Checklist 

· Captured or purchased record for the book
· Assigned call number
· Typed |d with your LC/NUC code in the 040 field
· Copied and pasted 658 tags
· Typed |3 with your LC/NUC code at the end of each 658 tag
· Added 586 tags
· Barcode sticker
· Entered Item ID, Price, etc.
· Entered Public Note for correlation
· Completed processing
· Added standard spine labels 
· Added content standard spine label (positioning to cover as little as possible)
· Added content standard label on back of book (positioning to cover as little as possible)
